ProjectDox

30% Complete &
ChangeMark& Tools

Training Guide
2019



2019ProjectDox User Training 30% Review Task & ChangeMarks Part 3

TABLE OF CONTENTS

LT TS == LIRSS 4
ASSION 30% REVIEWETS TASK ...eeiiiiiiiiiiiiiiii et e e e e e e e e e e e e e e e aaaaaaaaaaaeas 5
Do you want to aCCEPL thiS TASK?.......coiiiiiiie e 5
30% REVIEW ASSIGN REVIEWELS. ... .cci it it i i i e i eee e e e e e e e e e eeeeeeaaaaaaaaaaaaaeaeesasassaasaaaaaaanns 6.
BEOIN REVIBW....... ettt e et e e e e e e e e e e e e e e s et e e e e e e b e e e e e e e e e e e e s 8
=T I o) I = (0] [=ox 1o )PP 9
Reviewing the assignment for Planning and Zoning EXample............ovvviiiee s 9
Openthe TasKS (PF) taI.......coii e e e e e e e s r e e e e e e e nannes 9
The My Planning and Zoning (PZD) Review dialoguUe Page..........covvvvviiiiiiieieee e 10
OPENING ThE PrOJECL. ....eeeiieeee ittt e e e e e e e et e e e e e e bbb e e e e e e s e bbb e e e e e e e eanneees 11
ProjeCtFIOW TasK LiSt.......coooiiiiiiii e e e e e e e e e e e e e e e aae e e e e e aa e e e s e e s s e e s s saaannnnas 12
(DT oTo0 1 g1=T o1 =TSSP P PP 12

ReviewingConsul t ant’ s | mage.s...i.n..Dac.ume.n.t.s..E.o.l.d.el3

The PDF Document opens in a Separate WIiNAOW.............oooieiiiieeieiiie e 14
TASK TOOLS ...ttt e e oot e e e oo et et e e e e e e e e e e e e e e e e e e e nnnn e 14
VL0 o T 10T £ 15
ChanNGEMAIKS TOOIS ... ..ttt e e et e e e e s e e e e e e s et b e et e e e e s annb e e e e e e e e e annnnes 16
Yo [0 I W O o= TaTo [T 1Y = SRR 17
ChooSiNg the MAagNIfY GIEa...........eiiiiiiiiiiiiiie e e e a e e e st eeeeeeaaae 17
Using the ChangeMark TOO0IS. ........coui i e e e e e e e e e e nneees 18
Marking the ChangeMark Ar@al...........eeeeeiiiiiiiiiieeie e e e e e e e e e e e eaaaeas 19
Comments on ChangeMark DIalOgUEBKB...............cooiiiiiiiiiee e 19
Additional comments 10 the IMAGE........ooiiiii e e e e e e e e eeas 20
SaVING the MarKUD FilE ... ..t e e et e e e e e e eee e s 20
Y= AV o = T 21
ReVIeW 8 CRAaNGEMAaTK..........ooi i e ettt et e et e e e e e e e e e e e e e e e e e e e e e s aasaaaaans 22
CloSE @ ChANGEMATK. ...ttt e e e e r e e e e e st a e e e e e e e nnaneeeeeas 23
Y= 1o |V (o N o0 111 TSR 23
MEASUINNG USBIQ SEUINGS. .. .uuuuiiiiiiiiiiiiiiiei ettt e e e ettt s s e e s s e e e s e e e e e e e sereeeeaaaaaaaaaaaeens 24
(@] 01T o110 =3 = 0 1] ] =SOSR 24
(@ 01T IS =] 1] o SRS PUPEPRPRPR 25
=T T U] T o PP 26
Completing the 30%0 REVIEW. ...ttt et et e e e e e e e e e e aaaeaeaaaaeaaeaaaaaaaaaaa e nnnenneeeeennnenes 27



2019ProjectDox User Training ChangeMarks Part 3

A review by the P@e DEPartMENL...... ... e e e e e e e e e e e aaaaaaaeaaeas 27
View Available Checklists Items for Review CyCle#1............vvviiiiiiiiiiiiie e 29
Save the CheCKIST ITEIMS ... et e e e e s st e e e e e e e e annes 29
Finishing the review by the PoliCE BEIMENT...........ooviiiii e 30
COoMPlEted 8 30U REVIEMV. ......ceiiiiiiiiiiee et ettt e e e e e s e e e e e e e e e e e e e e s e snnr e et e e e e s sansbrneeeeeeaanns 31



2019ProjectDox User Training 30% Review Task & ChangeMarks Part 3

WHERE ARE WE?

We continue through the ProjectDgxocess. We have reached the Assign the 30% Review.

We are here.

Start

Consultant Prescreen Consultant
Upload Reviews Upload
—_—
w
Prescreen Qwp Consultant
Reviews Process the Reviewers Upload
60% —
Completenes
s Check
w w
Prescreen amMmbD 90%
Reviews Process the Reviewers Project
90% ’ Cleared
Completenes
s Check
Q
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We have progressed from the Design Consultant Upload Documents to the Prescreen Review of the

Consultant’s documents. We continue to the Assign

ASSIGN 30% REVIEWHRSK

TP of ok

A. After login,Homedisplays
B. TheTasks (PRab

C. Select theAssign 30% Reviewers Task

Do you want to accept this task?

Do you want 10 accept this task?

A. Select theOK button — once you accept this task, no onése may accept the task and yawe
responsible for completing the Assign 30% Reviewers Task
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30% REVIEW ASSIGNVRBNVERS

The key word in 30% Review Assign ReviSies t he “ S” .

Dur i

ng

t he

30%

review the ProjectDoxsimultaneouslyusing the ProjectDox agphtion. Each department has specific

construction priorities that should be addressed in any construction in Austin, Texas from buildings to

treatment plants to streets and bridges to individual hom&ke Project Manager determines which City

Departmentswill review the project.

Review Infarma ton e

Project Name: 2019-04-08 Testng Projects SKC v1
Project Description: Tesling cresting and sharing & new project 1o nvite users 1o participate
Coordinator: Sandra Carlton
Workflow/Activity Name: Design Review Workflow/30% Review Assign Reviewers
: Sandra Carllon (Sandra Cartonfaustintexss.gov)

view depariment 0% Revwew from

(, REVIEW ASSIGN REVIE} ‘)0 ProjectFlow [

Supenisor

Begin Review Close

- J CD@;)mlmcnr] Assignment Reviewer Priority Due Date
OMD QA Review FastinGroup [Tcho ) v > Law 05/08/2019

i Public Works (Offica of the City Individual David Smythe-Macaulay Low 04/2012019
Architect)
AULCC {ATD) Coordinator FastinGroup [Choose 8 reviewer] Low 04/11/2019
Austin Water (AW) Supervisor FirstinGroup - Low 04/20v2019
Watershed Protacton (WPD) FirstinG R G = . 11142
Supervisor rstinGroup [ ) v Low 04/11/2019
Parks and Recraation (PARD) FirstinGroup [Choose o reviews] Low 0411112018

A. The30% Assign Reviewedialogue page displays
The one talReview Information

w

C. TheTask Instructions Please select the required review departments for the 30% Review from the

list.

D. The SelecAll Checkboxusing this checkbox would use every department listed on30# Assign

Reviewerddialogue page

m

Department— A checHist of all the departmentso chooseto review

F. Assignmentolumn has a dropdown menu that includes Individual, First in Group or@dbimp. The

Project manager determines which how to assign the project.

The City Department®iayadded during the Create Project process.

r

e
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auitirtesss gow - e =
Tank Instruction

Plosse sefect the required review departmenis for e 30% Reviow from e bt

Dispartirmss Ansignm sy e war Prisity Dus Daty

GMD TA Review FirstinGr ’ Low 0142019
Pubsic Werks (Ofics of th Individual - — OARETIe
Acchiacs)

MACC (ATD) Coordinmg ! Low M09

Ik AlllrGroup

AN Woer ANV Supen y Low 2572019
:\\l!c‘r-hh1 Prowcton (WPD FratinGroup ' Low N TIZ09
Suparniscr

Parks and Recreation [PARD) FestinGroun . Low M1 )2018
Supenisor

o AW - " T . O L
Ausan Enargy (AE) FiatinGroun Iv t Low M262019
Close

1. Individual-An i ndi vi dual receives an email, open
Tasks (PF) tab, finds and accepts the Assign 30% Reviews Task is the responsible employee
for that Task

2. First in Group-the Review Request is sent to a department and everyarthe specific
group gets an email request. The first per.
the Tasks (PF) tab, finds and accepts the Assign 30% Reviews Task is the responsible employee
for that Task The first in Group is the default

3. All in Goup — Anyone in the group may accept the Assign 30% Reviewsahasknce
accepted the task does not display for other us&racceptin the reviewing department
however, the department is responsible and not any specific employee

G. Reviewer— This columrhas a default oChoose a Revieweuntil Individual is selected from the
Assignmentcolumn. Oncéndividualis selected a dropdown menu displagghe Reviewer column

PRden S0C! 100 Neuined Mo DaparTmanih 1 e JU% Faview Do e

Oepartment Assignment Reviewsr Pricity Due Date

Putée #orms (Ofoe of me Oy =

NND R havdus | David Sythe P.\t.y.n.:j Low
: .

MILCG (ATD) Conedinae B vua( LLSNM5E 3 COVIE Low oUNL2015

Acars ' (A e ar Fuut Low DAQGINE
e har

¢ t Promesan (WHO st —

E N

# roat

oA02070

et e 0 AT

X vatbep

FustnGrouy Low 04112019

Sandra Cartion

Bop Revew  Dlose

1. Select the dropdowmenu
2. Select amamefrom the list this is fotndividualsonly
H. Priority —has a dropdown menu teelectLow, Medium, or High
I. Due Date-Notice the Due Dates are different for each department, in our example, dates range from
4/11/2019 to4/20/19
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Begin Review

@ 10% Boview Asvign Hevewers - Mazila Feefox _

1) eplintest austintexss gov/ProjactDosWeb UL WorkdionFormi/Edamm. a1k WwliowTaekiD= 178 @B =

Save to Pocket
Task Instructions

Piease select the required review departments for the 30% Review from the kst

9 Department Assignmant Reviewss Pricrity Due Date
[« T 051472019

QAMD QA Review FirstinGroup [IChoos= & reviewss Low
% :;’3:‘;3';’“ {Office of the City Individual David Smythe-Macaulay Low 04/26/2019
AULCC (ATD) Coorginator FirstinGroup I ".Hrfr-'u'rr.rn‘i.'u:v.; a Low 04172019
Austin Water (AW) Supervisor FirstinGroup | IChoosa n reviewsr | Low 04/26/2019
\S"':'g,'e;? Protection (WPD) FirstinGroup [[Choose & reviesern Low 04/17/2019
gsm%aamion (PARD) FirstinGroup ]7'7.‘m-_«:- n nv.'n..:u,:;t Low 041772019
Transpostation (ATD) Supervisor FirstinGroup [IChoose & roviewss Low 04/17/2019
1 | Public Works (PWD) Supervisor Individual Joannette gilpin Low 04/17/2019
gﬂmg"’m Int Airpoet (DOA) | FirstinGroup [[Ehoone n reviewer] Low 0411712019
- O o PR o . ,.rf' el — - P RN o —
1 | Animal Services Office (AS) FirstinGroup [{Choose n reviewer] Low 04/26/2019
[-7 JAustin Convention Center (ACC) FirstinGro [1Enog et | Low 04262019
At s A Eirotin e LT MNAMEMMO

A. Ensureall the Departments needeth the 30% Review AssigReviewersare selectedy the
B. If you need more time to complete all tidepartmentalselections, select th€losebutton
C. Once completedepartmentalselections, select thBegin Reviewbutton

Are you sure

Completing this task will finish your participation In this step and cannot be undene. Are you sure you

want to complete the task? o
cance‘

A. Select theOKbutton
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EMAIL FROM PROJECKDO

Emails were sent to the various city departments f
ensure all the documents meeg¢quiredcity codes.

Invitation

Hallo Your Name

You have beon awied x peoyoct sted Deow

Vowr Login Yorar Narma@austintasac gov )
Project Name | 20190808 Tosting Project SKC
Javited by SK Carlton

PFroject Owiwr | SK Carfton
Owner's Emind | Sandea, Carlton@austintexas gow
Lagin to Frojestidy

The email invite includes:

A. Your Login: and your email addresghis is your login or User ID to login to ProjectDox
B. Review theProject Name
C. SelectLogin to ProjectDox

REVIEWGTHE ASSIGNMENT FRIFANNING AND ZONINKXAMPLE
Open the Tasks (PF) tab

1 4o drecanth

A. Start in theHomepage

Ensure thelasks (PRpb displays

C. Reviewthe name d the project(if you desire, open the project to review everything before accepting
as in theexample we are using 20484-08 Testing Projects SKC v1

D. Select thePlanning and Zoning (PZD) 30% Review CyclEaigk

w
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Are you sure?

Do you&) accept this task?

Cance

A. Do you want toaccept this taskBelect theOKbutton —once the task is accepted, no other reviewers
in specific city departments will view the Task in their ProjectDox application

THE MY PLANNING AXDNING (PZD) REVIPMLOGUE PAGE

Ownership and responsibility aeecepteal by opening this task.

Project Name: 2019.04 08 Tesang Progects SKC v
Project Descriptionc Testng oreatng and shanng a new project b anile users %o particpale
Coordinator: Sandra Carkon
Reviaw Cycle: 1
Workflow(Activity Name: Desgn Revew Wordlow'30% Revew
Current User Login:  Sarddra Carkon (Sardm Cartoniausanteras pov)

Upon accepiance of Sasi. plense review the reguted drawings and prowde any apphicabie comme s ond status

VewEdt Changemark hems (D) 1 ViewrEdt Checkiist herms (0)

My Moweimw

Deparmment Flanceg and Zoong (F70)

Servdts Cartun
Revi By Sadra € OIS USIeDs DoV
Review Stnus | [Poasn soc! & salis|

Reviewer Comments:

+ Review Cydle Mistory

‘ Save For Latey ’

My planning and Zoning (PZD) Revielalogue page displays

Review Informationtab displays

Task Instructions Upon acceptance of task, please review the required drawings and provide any
applicable comments and status

D. TheProject example 20104-08 Testing Projects SKC v1 has all the documents to review, Salect

for Laterand go toHomepage to select the Project

ow>

10
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Successfully Saved

Successfully saved.

0=

A. Select theOKbutton

OPENING THE PROJECT

(T

MG TG SIS PRCATY DUk 0Ty R oY ROETION
................
[CEY e L
B Truting 325 4
7 Toumn  Poaslometet  feitvieon Lerepees | Chedwe  VNDAASS AN LTS AN v g ke
S
b ¥
- o ~ -
Deigs o 31> “hngniiid A Readay 4 . NI 1T
g

1-deld worn

A. TheHomepage displays
TheTasks (PHisplays

Select theproject 2019-04-08 Training Project SKC vl to ofentice it is in the same line as the
Planning and Zoning (PZD) 30% Revigycle #1

w

11
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ProjectFlow Task List

Documents

LA -'f:r.nlu-

2019-04-08 Tusting Prejects SKC v1

M Contact: S8 Caseor

SNOWNENT . AR MRORTY (L8 Bt ez U DESCRFTON

,,,,,,,

L] all
non COCRAUISE O sty ‘:'_"(i” - araon

SAETID cowuTin

ProjectFlow Task Ligtisplays
Notice thePlanning and ZoningPZD) 30% Review Cydisplays
SelectDocumentsfile, notice theDocument File (7 Files7 New) this displayshow many possible

files needreviewing(New Files display for 3 days before displayiridew)

0w >

12
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Reviewing 2 Y a dzfinlageg ind@EumentsFolde

r-.v;:.n'@ym by ol Aus ;
2019-04-08 Testing Projects SKC v1
Main Contact: SK Carton
Folder: J017-74- 08 Tasting Prosschy S8 x Do cermeitly g creating end shanng & new progect 1o ewite Usen fo pertcipate
View Fulders Uptoat Files =) -
| S Comm 5ot - Sefect - ProjectFlow Task List 1
(" el M att Workflow o Rafeesh @ Sevs Sestings p
L Measure Example for ProjectDox 4-11-19.pd1' & A -
| w ol Yaskes for ol unany
TASK PROIECT I
Contaim, Commns..
\ m
= 2019-04.08 =
0 » & 1 Tn‘lmg Propects R:;
“ SXCv Yy,
1
P
e 215-04.08 Testh.
- 7 Testing Progects
STvr T e
1
- 2ot 2 records
= L Cisio Spttern Buissing 7 1 tioss il
W0 22711 3W 238 A
e Workflow Instances
LDras nven
RQLAAR
N COORDINATOR
= |
e - Sencha Coreen " 2019-04-08 ch.m;’ Progects SKC vi ‘
{5 —_ q *n - Design Review omrhh- - Project Mansget
R LR L2010 111765 AN
1< 1ol records
= [ ) v ot aehriche Rapert 26010008
L9700 23731 W 4% 4B

A. A list of submitted®DFdocuments display
B. Selectthe underlinedMeasure Example for ProjectDox#1-19.pdf or select thedocument image

13
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ThePDFDocument opens in a Separate Window

Task Tools
@] Q - Annolale « Redact = Measure - Publish ®
000~-0 9 0 @ O - 5,
= = 7 D
o 90'
%s “
\\,"f " A N\
[ % [} \6‘ .-1? ‘—'
| . 2D 4 ‘ x
# / ! -
P Pal ‘

28'

|
— ‘—.“1'4*"— —l

O 0B L I & US>

1. Saveicon B notavailableuntil the ChangeMarkas been created

Printericonhasa popup dialogue box with options and a print button

3. A toggle icon Aelect Tooland ASelect RegionTheSelect Dol assist withviewing any markup
attributes (mouse over reveals attribute information (such as authorestamp), view tooltips, sign
signature elements, and laundtyperlinkscontained in any hyperlinked markup entitidhe Sekct
Regiontool selecs by dragginga selection box aroundregion of text to copy. The selection box can
include as little as one letter, or as much as all of the text contained in the page.

4. Annotatethe location ofChangeMarkand a dropdown menu including

a. New markups

h LISy Y NJ dzLJX

Save markups

{ I @S YINJdzLJa | ax

Close markups

Consolidate markups
g. Stamp templates

ReviewChangeMarksreated and completed, this icon allows reviewing @teangeMirks

Redact allow usersf System Adnmiistrator and license allows and enables this feathad amarkup

file containing redaction entities (rectangular solid covers to mark an area for redaction) to be

published with the file as a redacted document. Redactions are used to conceal senfitvetion

N

~poowT

oo

14
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for legal, financial, privacy, and security reasons, for exaniglasure provides a method of
calibrating, measuring, and capturing data for a variety of measurement types.

7. Measure There are various measurement tools available for drawing arabe files through the
Measure option

a. Calibrate
b. Settings
8. Publishallows images tde published either in a P&t distribution
9. Helpthe image page has its own Help document to explained all the different options available

Viewing Tools

& R Annctale - Redact « Maasure Publish « @
Measure Example for ProjeciDox 4.11-19 png V1 v
7 [ [ {
90" ik W
A
N T .
N K \ ™ —~ \ !
. . & i .
| '@ £ . / ’ T \_ 2
pt {
oy
- Wy / g.;; "
2, (W]
»
Re
1 RE [ = &~
-
Q@QV D
| Lav | ar |
a L
O 00Q ® d & L L

Let’' s exami neloolBare document ' s

Rotate, if the image is not in the correct viewing prospective, use the rotate icon

Fit Allreturns the document bask to original size

Fit Width return the document only as wide as original document

Zoomallows to zoom the whole document in or out

Panningthe hand icon allows moving around the document image to view other parts of the

document

6. Zooma secondpagezoom allows selecting a specific section of the document imagesignify the
section for revewing

7. Number of documentdisplaying to the right of the window each documentiasa checkboxo

selected, allows openingnd viewingmultiple imagesdy scrolling throughand selectingmages for

reviewing

A

15



2019ProjectDox User Training 30% Review Task & ChangeMarks Part 3

CHANGEMARKROOLS

During the project review, mgy different departmentsare able to add ChangeMarks simultaneously to
ensure the

OO mp

project meets the city’s building
@ TRAINING_ProjectDox_ExamplePla A ozilla ‘ireio ‘
3y -enlantact B Xas.gov/Vroect JOX tegratior Ol% @ ﬂ E
4 - @ Rodsct » Memurn » Patesr = (v}
G_ProgcDox_ExampoPians {(002) pdf V1 - Q.
[4 ) | 773iaaz0;7 CITY.OF AUSTIN, TEXAS ~ 00
” BT AUSTIN WATER e
A Sl 5 )
L P gl @ ez 8
D =
oS0 . ® = e
& .+
N o
»
o _r‘
T ! | =4 |
%] i
— RS
} A -a
! g '\:.'" '
‘ i3
l .‘“,:-- g
TRANING _PeopsctOoy_Essrpiertans (0021 pat VY
o 200 . B Vi - b -

Notice,we displayed #DFHmage

SelectAnnotate

TheAnnotate ChangeMark @olbar displaygo the left
Since the image displays in its own window, selectMlagify iconfor a full screen view of the image

&Dﬂl

©CoOoNOO~WD

Select tool

Arrow - add an arrow on the image

Text—add text or words to the image

Image tool Add a picture to the image

Stamp (currently, ware not using Stamps

ChangeMarkgadds a ChangeMark dialogue box See menu items below)
Cloud tool Add an individual cloud or highlight to the image

Sketch tool-use to add a line shape or polygon marks to the image

Line tool-use to create alline,apoy | i ne, strchoumar k or

10 Rectangle tool use to draw a rectangle, rounded rectangle, polygon, or ellipse
11. A Strikeout tool
12. Create custom bookmark tool

16
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Add a ChangeMark

I TRANNG Prgpecilion CaarussMen OO0t Mgl Searce
o—— ' ' 1 ‘ n @RS
' N
L -
P‘ o . | = Nt Sp—— v ,l Gl L “
A =] . 3 i 1 I
S - L - 541
S A i |
3l 2 , ==
0 13 F‘_‘H ‘ . _‘
A il o L14% 3|
fidy M|
/v . =R HH L B
0> . s i sl o
" oy . = [V2; Wi
T ! a i T E i -
- 3 e | ¥ i 1Y
= = = g
- 1= ‘_\_, ..
5 ,:q :
A. The entire screen is filled with the imagerolldown

Choosing the magnify area

oo w>

. Select thed/10 image notice this project document has multiply images
. Selecthe window Zoomicon todraw aroundthe area on the image tmagnify

i TRAMMI W
andtrene g .o -Eh =
F ¥ ey
A
= 3 B
b L g
@ v
S H
2
) '
0o ‘
Ty
B o
o
sl |
'
mr—— Q <4
’ oDR . 2 ()

Selecting the windovwoomtool,

Using the mouse select the top left of the magnify area
Drag dowrto the lower right

Select the ChangeMark menu

17
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Using the Changddark tools

Br@ & % faﬁ%J
@ 6 6 0 0

A. ChangeMark- Selecting this tool causes a ChangeMark box to display and a ChangeMark dialogue

box displays

ChargeMark menu icor this opens the all the ChangeMark tools

ChangeMark- A second ChangeMark box to display and a ChangeMark dialogue box displays

ChargeMark Tex$trikethrough—allows a line to go through words on the imaayed a

ChangeMark dialogue box displays

E. ChangeMark Text Highlightallows hightlighting text in thenageand a ChangeMark dialogue box
displays

F. ChangeMark Hightlights allows hightlightingand a ChangeMark dialogue box displays

G. ChangeMark Cloud creates a cloud design and a ChangeMark dialogue box displays displays inside
the cloud design

H. ChangeMarkArrow —creates an arrow to point out a specific area and a ChangeMark dialogue box
displays with the arrow

I. Checkview-creates a rectangle with a dialogue oxenter Check View Notes and instructions

OCoOow

REE]
v
I AFABROOK DR @

I SEABROOK DRivE
-

=
VICTORIA DR

L s

’ - ~

A. Select theChangeMirk Menu tool ’

B. Select theChangMark Cloud, notice theChangeMrk cloud tool % has a page icon with a
paperclip

18
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Marking the ChangeMark area

A. Using your mouse select and draw the cloud over the area to comment
B. Notice a ChangeMark box displays
C. Notice a ChangeMark dialogue box displays

Commens on ChangeMrk Dialogue Box

Testng make arrangements for emerpency entrance and |
- exgs for peopie INng on W Seatvook Drvel

Create ChangeMark notdialogue boxdisplays

EnterSubject of ChangeMarkn the example Testing Road Closed Options
EnterDescriptionof ChangeMarkssue or comment

Using the dropdown menus, select an option thaplies

Select theOKbutton

moowp

19
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Additionalcomments to the image

The first ChangeMark displays
Using theArrow tool, draw a line from the first ChangeMark to the second road closed

Using theCloudtool draw a cloud around the second road closed
Select he Texttool and a dialogue box displays

Enter text about the second road closed

Select theOkbutton on the text dialogue box

mmoow>

Savinghe Markup File

Testing A
second
road
closed for
Seabrook
Drive to
consider
C————

N
t

SCCARMEL TRV

2 [t

USHABROOR Ty

ATREEANE Doy
I SEARROOR Dy

DELONEY sTHEL T

[ &

iy

AATTOAS

LT OF UC et

>

A. Noticethe Text entered displays on the image

B. Select theSelecttool
C. Select theChangeMarkand the ChangeMark box is highlighted

20
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Savingas
: o N PN AR S = = L < X wr 1 -
; » ri . - . E v 3 ' e —~?-
i @ { = Testing A D il
R ’@ 5 = [ second it
;: A ; g SOARMEL I‘ng é road L
g : : < closed for £
3 & 2 £ Seabrook ;
g g = Drive to
CUHASE =¥ H
CIRCLE _ consider
.
gh.
-
= = kel

A. TheChangeMarks still highlighted
B. Select the dropdown menu @&nnotate

C. Select theSave Markup As

A Saveasdialogue box displays
Note,Name must be unigue
Enter yourinitials

Select theOKbutton

00>

21
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Review a ChangeMark

s Annotate « @l A t* Measure v  Publish « 2
e e iee .“...-unnrnmfuux mvy —- q. q_ v Q’ l sy v
. 2 . P —_— "7 : L [
- ™ - S Reésdew Changemank notes ) ' = - R
i G S '
"o ; i e Nest Changemark. note Testlng A D
¢ i Previcus Changemark nobe second . .
~ ¢ - ” ARMEL DRIVE -
A 5 3 ) B z road
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Select thew S @ A &a@pdbiwn menu
Select the Review ChangeMark Notes
ChangeMariNotesdisplays at the right of the screen

Select theFit Alltool
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Close a Changeafk

BN : ' Annotatef « Review ~ Regact « Measure = Pubish « -
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A. Select theAnnotate dropdown menu
B. SelectClose markup
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MEASURINGSNGSETTINGS
Opening exampl@easure Example ProjectDox12-19 \1.pdf
& Measure Exnple for PropctDos 412,14 png - Mozila Fietax
\ I Laustntexas.goy, t it J ) A ' J | 120% - Q =
B~ Annotate - Radm‘m Publish « @
Measure Example for ProjectDox 4-12-19.png V1 Callbrate .
P R — (R{RR 1
fs - a0 T
& &rs
& PN |
e \
= I N\¢ & \ & B —T \
10D ) 7 N <& o)
(@) " XA S L g o~
M < XS )
s /\ 3
[ f) ’ | o 3 "
% ‘] “
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l‘ ( —Loﬁ ( T‘ - ) | é.i‘
Qﬂ‘o ,/-1’. — [ l _
21| a1 _| GRAPHIC SCALE
1 INCH = 20°
Measure Exampie for ProjectDox 4-12-19.png V1
o o0 L ] A ™ LA

A. The Measure Example ProjectDeg 219 V1pdf displays
B. Select Measure anklleasure toolbar displays
1.Select Tool

2.Measure a line tool
3.Measure a Polyline

4. Measurea Polgon
5.Measure a Rectangle
6.Measure a circle

7.Measure a count

C. Select theMeasuredropdown menu

D. SelectSettings
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Open Settings

The project measures in English, displays in feet, a custom scalmaf equals @ feet. Whencustom or
predefined scale iMeasurement Settingss providedmakes it possible teliminate calibrating

@easurement setlings )0 x

asunng systems
English ~

Display results

Unit Precision
ﬂ - 1 -

Page scale

Defaultls:  Custom : 240,000000

Currentis:  Custom : 240.000000 a

[@ Custom 1 in - =20 ft - )

O Predefined Full Size (1:1) -

q OK } Cance Help

Measurement Settingslialogue box displays
Measuring Systenis English

Display resultss in feet, other options available
The providedustomscale of 1 inch equals 20 feet
Save Defaultfor measuring

Select theOKbutton

mTmoow>
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Measuring
§ Mesare Laserpie PropectOce 4.135- 14 'ersen 2 gng - Moo e fuslc
BUSENRENAS Ol -~ @9 =
B k- Annclste « Redoct v Messure v Publish « (%)
ED@ o e .
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3s' GRAPHIC L
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1INCH =20
Meagsure Exsmple ProjectDox 4-13-18 Vierson 2.peg V1
o QDR . S ® m -

Select theMeasureLinetool

Select the top line at B
Holding theLeft button on the mouse drag down to &hd release mouse button

The line measure28ft the same as on the image

OO wp

26



2019ProjectDox User Training ChangeMarks Part 3

COMPLETING TBE% REVIEW

A review by the Police Department

Project Maww: 70150408 Testing Projests BEC v1
Projoct Desteqmen Toeke] oaing o0ud sharng o (o ogeit 30 £l inars I aviogese
Coordhretor: Sary
Roverw Cycle: |
WortowActe Bty Masse  Dwey
Curment User Logi Sanave Carmon (henons CamonBeustr e gov)

-

e of itk Q,..~.. -.,e.,...,\..,.m.‘.‘,..n..,-..r... .

w8 Crangeriam daem (1) ]{\\-t-xc»---nm(:: |

J

A. My Police Department (APD) Revigvage displays

Select theReview Informationtab

C. Task Instructions Upon acceptance of task, please review the required drawings and provide any
applicable comments and status

D. Select theView/Edit ChangeMarkbutton (Annotate includes ChangeMarksd other tools on
images based on the Design Cdieuts' uploadedprojectimage$

w

© ane ot

[ Worktiow Review Changemark Viewer n
2

P A

TheWorkflow Review Changellrk Viewerdisplays

Select theRefreshicon

Review theChangemarksindcomments

Depending on the review of comments or adding or no comments sele@adkeor Close
buttons

PwbdPE
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E. Select the ViewEdit Checklist Items buttoand the WorkFlow Review Checklist Item Viewer displays
comment type of achecklist itemsused filteringthe checklist itemsTheChecklisthasno other
purpose other than to allow additional filtering on tlebecklist itenmanager.

@ truts

untidenes 9oy . we @ 0

uﬂomﬁow Review Checklist Item V‘nwu)

|fAv.vhble Chedidist ltems for Review Cyde ll.;

) Dt Dimiem

.

(Sulected Checklist Items for Ruview Cycle #1 )

G-~

1. TheWorkflow Checklist Item Viewedisplays

2. Available Checklist Items for Revie@ycle#1 displays with no checklist comments include specific
checklist items that are required because of the project

3. SelectChecklist Items for Review Cycle#lisplays items that may be selected that apply to all
projects and the city has created items to selaod provide general comments about a project
checklist items

4. Review the Selectechecklist item comments

5. Based on the Police participation@hang&larks and Checklisteither use theSavebutton to save
the comments odosebutton to close the page
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View Available Checklists Items for Review Cycle #1

(Workﬂow Review Checkllst Item Viewer

Q [Comment Type 30 Percent 9
Available Checklist Items !or L —

90 Peetart - 1000 Show 50 econss
0 Fercerdt - Mgt

yre ConViet T 71 Pescert . 3000 0 Text
Carecn
= tara PR - NG ran

PER - Pl

on bween 10 Percatt Proceny Netessed Cont Barate TOF

ety Rutassed P, 1 Erw. Aupont (PO o provide sessd bom S A

\-—-—j. . .- - .k‘:; ’ ¥ ’ . e U]
[ Add Checklist Items P

TheWorkflow Review Checklist Item Viewgragedisplays

NoticeCommentType

Select the dropdown menu

Select30 Percent

A list of itemdrom the Design Consultadisplaysthat arerequiredduring for revewingin the 30%
Review

Select anyChecklis Itemsthat should be added to the Checklist for review

7. SelectAdd Checklist Item$o add the selected Checklist Items

akrwnE

o

Save the Checklist Items

Selected Checkfist Items for Review Cycle ¥1

ow L L

—

Save Closol View Full Report

1. SelectSavebutton at the bottom of the page
2. Select theClosebutton at the bottom of the page
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Finishing the review by the Police Department

tnutrwstinme

Jpon sezagptance of sk phamss peview B (geed (RTWISGE G (YOwKe a1y RppEcatl COTTIeNTS g sisho

YViowEd! Ciangerran Sww (7) ViewEd I Crodt tors 2)

Department: Folos Degartreont (AFT)
. Sanora Catian
Reviewed 8 Sangra Cartlonantiniasas pov

0 Yund satsfacitny In s ioeat

D Released to Next Phase
Resubmit This Phase
No Review Required

« Heview Cycle Minter y
i Reviow Complote I Save For Later

AddReviewer Comments

Notice,Review Status

Select thgPlease select a statuglropdown menu

SelectRelease to Next Phase

TheReview Completavords display on th&®eviewCompletebutton, select theReview
Completebutton

moow»

Are you sure

A

Completing this task wil finish your parsicipation in this step and cennct be undone. Are you suwre you

want 1o complele (he task?

A. Completing this task will finish your participation in this step and cannot be undone. Are you sure
you want to complete the task?
B. Select theOKbutton
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COMPLETED A 30% RENI

A. Returned to theHomepage
B. TheTasks (PHJisplayswith Assign 60% Reviewers option
C. Tip-if atask is overdue, a red square are round the date displays
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